






















































 
STANDARD-3  CLIENT RECORDS 

(State Facilities, Area Programs, Contract Agencies) 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RETENTION NOTE: 
Storage Media   
Medical records may be stored in a microfilm media or an imaging system.  If an imaging system is used, the 
following shall be implemented  (See Division of Historical Resources publication, North Carolina  
Guidelines for Managing Public Records Produced by Information Technology Systems): 
 

1) Documentation about the system. Documentation is necessary for providing audit trails for establishing legal 
admissibility of images and for use of the system by future system operators.  Documentation should include 
a) policies and procedures for all aspects of system operation and maintenance, including procurement, file 
and document preparation for scanning, data entry, quality control, indexing, corrections, expungement, 
redaction, back-ups, security, migration, application of safeguards to prevent tampering and unauthorized 
access and printing; b) system equipment specification c) description of all hardware and software upgrades 
to the system including date of maintenance and version of software; d) contact information for 
manufacturers and vendors; e) technical operation manuals; f) user operation manuals; policies and 
procedures related to access to and security of the records; h) any changes made to the system or the process.

2) Training.  There should also be documentation to demonstrate that staff responsible for imaging has been 
trained to operate the system.   

3) Integrity which includes the actual condition of the media storage device-has the media deteriorated, been 
scratched, exposed to extreme temperatures, etc. and the reliability of the record after compression or 
migration, i.e. after such events, has the appearance of the document been altered.   

4) The intellectual integrity of a record is based upon the authenticity or truthfulness of the information within 
the record.  A system should be in place for electronic records that validates access procedures and 
documents modification to the records over time.   

5) Auditing.  Periodic and random audits of the imaging system and records storage media should be conducted 
to ensure that the system is operating within the established records management expectations and that the 
data remains viable. 

6) Access.  General Statute 132-6.1 (b) requires that all databases be indexed. The index shall contain the 
following information:  1) a list of the data fields; 2) a description of the format or record layout; 3) 
information as to the frequency with which the database is updated; 4) a list of any data fields to which 
public access is restricted; 5) a description of each form in which the database can be copied or reproduced 
using the agency’s computer facilities; and 6)a schedule of fees for the production of copies in each 
available form. (See Division of Historical Resources publication, Public Database Indexing) 

stroyed. 

 
Destruction of Records 
The following conditions shall be met before the destruction of original records can be approved:   

a) The applicable records series must be scheduled with the Archives and Records Section through current 
records retention and disposition scheduling procedures.   

b) If an imaging system is used, the agency must satisfy the conditions noted above in section “Storage 
Media.”  If these conditions are met, the original records may be de

 
 
 
a. ADULT CLIENT RECORDS 
 

DISPOSITION INSTRUCTIONS:  Records of adult clients may be destroyed 11 years 
after the date of last encounter. 
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b. MINOR CLIENT RECORDS 

 
DISPOSITION INSTRUCTIONS:  Records of minor clients who are longer receiving 
services may be destroyed 12 years after the minor reaches age of majority (18 years of 
age). 
 

c. ADMISSIONS REGISTER 
 
DISPOSITION INSTRUCTIONS:  Retain in office permanently. 

 
d. CHEMICAL INDEX FILE.  Index of laboratory inventory of chemicals. 
 

DISPOSITION INSTRUCTIONS: Destroy in office when superseded. 
 

e. CONSULTATION, EDUCATION AND PREVENTION SERVICE RECORDS 
 

DISPOSITION INSTRUCTIONS:  Destroy in office when superseded. 
 
f. DEATH REGISTER 
 

DISPOSITION INSTRUCTIONS:  Retain in office permanently. 
 
g. DIAGNOSTIC/OPERATIVE INDICES 
 

DISPOSITION INSTRUCTIONS:  Retain annual indices in office permanently.  Destroy 
in office semi-annual indices after the annual indices are received. 

 
h. DWI OR DRUG EDUCATION SCHOOL RECORDS 
 

DISPOSITION INSTRUCTIONS: 
 
Minors.  Transfer to Adult File when minor reaches 18 years of age. 
 
Adult.  Transfer original records or security copy of microfilm to the State Records 
Center 5 years after completion of school.  Records or microfilm will be held for agency 
in the State Records Center 10 additional years and then destroy. 

 
i. ELECTROCADIOGRAM TRACINGS 
 

DISPOSITION INSTRUCTIONS: 
 
Minors.  Destroy in office 5 years after date minor reaches 18 years of age. 
 
Adults.  Destroy in office 5 years after date of tracing. 

 
j. ELECTROENCEPHALOGRAM TRACINGS 
 

DISPOSITION INSTRUCTIONS: 
 
Minors.  Destroy in office 5 years after date minor reaches 18 years of age. 
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Adults.  Destroy in office 5 years after date of tracing. 

 
k. LABORATORY TEST REPORTS 
 

DISPOSITION INSTRUCTIONS:  Destroy in office 5 years after the date of the 
laboratory test. 

 
l. LABORATORY TICKLER FILE 
 

DISPOSITION INSTRUCTIONS:  Destroy in office upon discharge/termination or death 
of client. 

 
m. MASTER CLIENT IDENTIFICATION FILE (MASTER CLIENT INDEX) 
 

DISPOSITION INSTRUCTIONS:  Retain in office permanently. 
 
n. NUMBER CONTROL REGISTER 
 

DISPOSITION INSTRUCTIONS:  Retain in office permanently. 
 
o. PHARMACY CLIENT MEDICATION PROFILES 
 

DISPOSITION INSTRUCTIONS:  Destroy in office after 3 years. 
 
p. PHARMACY COPY OF PHYSICIAN MEDICATION ORDERS 
 

DISPOSITION INSTRUCTIONS:  Destroy in office after 90 days. 
 
q. PHARMACY INPATIENT AND OUTPATIENT CONTROLLED SUBSTANCES 

RECORDS 
 

DISPOSITION INSTRUCTIONS:  Destroy in office after 3 years. 
 
r. PHARMACY OUTPATIENT PRESCRIPTION RECORDS 
 

DISPOSITION INSTRUCTIONS:  Destroy in office after 3 years. 
 
s. RAW TEST/EVALUATION DATA, PENDING AND SCREENING RECORDS 
 

DISPOSITION INSTRUCTIONS: 
 
Minors.  Destroy in office 5 years after date minor reaches 18 years of age. 
 
Adults.  Destroy in office 5 years after date of report. 

 
t. TICKLER FILE 
 

DISPOSITION INSTRUCTIONS:  Destroy in office upon discharge/termination or death 
of client. 
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u. VIDEOTAPES OF CLIENTS 
 

DISPOSITION INSTRUCTIONS:  Destroy in office when administrative value ends. 
 
v. WORKSHEETS 
 

DISPOSITION INSTRUCTIONS:  Destroy in office when administrative value ends, but 
within 3 years. 

 
w. X-RAY FILM AND FILE 
 

DISPOSITION INSTRUCTIONS: 
 

Minors.  Destroy in office 5 years after date minor reaches 18 years of age. 
 
Adults.  Destroy in office 5 years after date of report. 
 
Teaching/Interesting Film Files.  Destroy in office when administrative value ends. 
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